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Planning and management, prioritize, organize, follow-up  

 

 Set long-, medium- and short-term goals 

 Define priorities and action plans 

 Adapt to unforeseen changes 

 

“By failing to prepare, you are preparing to fail.” – Benjamin Franklin 

 

Foundation Level 

Learners can define the goals for a simple value-creating activity. 

Intermediate Level 

Learners can work together with a wide range of individuals and groups to create value.  

Advanced Level 

Learners can build a team and networks based on the needs of their value-creating activity. 

 

“Give me six hours to chop down a tree and I will spend the first four 

sharpening the axe.” – Abraham Lincoln  
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Planning and Management: The importance of having a 
plan (adapted from https://explicitsuccess.com/why-planning-is-important-in-life/) 

 

You must have noticed that the most efficient people are the people that take their time to 
plan. Planning takes into account a lot of things and reduces wastage as much as possible. It 
reduces or eliminates excesses that would have occurred without planning. 

If you want to have a sense of control while making decisions, you’ve got to plan. Planning 
gives you that feeling that you are in control. The fact remains that a lot of things are beyond 
human control, but for those things that are controllable, planning ensures you have a grip 
on them. 

Planning also gives you knowledge about the project, task or even life itself. You will get a 
preview of what the unknown is and you have the chance to shape part, if not all of it, to get 
the desired outcome. You get to know what works and doesn’t work. 

Where passion is the feeling of enthusiasm, motivation is the force or influence that makes 
things done. Come to think of it, a lot of people feel like doing something but often lack the 
motivation. Without a proper plan to motivate you to reach it, it might not be possible. 
Planning has its way of motivating you to push through. 

You wouldn’t take all the effort to plan and not execute it. That is enough force and a reason 
to ensure to follow the plan to the end. 

Quite often, a task can seem too big to take on, it is overwhelming. Through planning, the big 
overwhelming task can be split into many smaller ones so that it becomes achievable. As 
Desmond Tutu once wisely said that “there is only one way to eat an elephant: a bite at a 
time.” 
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Planning and Management: What are they all about? 

 

Planning and management are equally important but they are different things. 
Here is an example of the main difference between planning and managing of 
events: 

 

 

 Planning focuses on goals and logistics 

 Management focuses on people. 
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Planning and management: What are they all about? 

 

Planning and management are the key to success in any area of life or business. Without a plan 
or goal, nothing happens. Beyond the initial plan or goal, strategies to put this into place must 
be developed, the plan must be implemented, and then it must be monitored and evaluated 
to ensure it continues to move forward.  

The planning cycle is continually evolving in successful businesses and institutions. 
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Planning and management: Prioritise – what is it all 
about? 

 

Three main skills regarding Prioritising 

• Listing tasks 
 

• Defining stages 
 

• Scheduling 
 

Having a project is not enough to complete it. 

 

“A goal without a plan is just a wish.”― Antoine de Saint-Exupéry 

 

Listing tasks: Starting a project can be very daunting. Many people give up before they’ve 

even got going! However, making a list should always be the first step. The first step is to list 

all tasks that needs to be done.  

Defining stages: The second step is to turn the tasks into as many stages as required, in a 

sensible order. This is prioritising. 

Scheduling: A precise timetable is a crucial tool that has to be created in order to complete 

the project. Deciding whether each task deals with short, medium or long term goals is a key 

part of prioritisation. Each stage should be given a time frame. Understanding the importance 

of each part of the project helps in the creation of the schedule. 

 

Task 1: Create a revision plan for your next set of important exams. Make sure 

you prioritise your weaker subjects. Think about teachers you might need to 

ask for help. 
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Planning and Management: Organise – what is it all 
about? 

Two main skills regarding Organizing 

• Assigning tasks 

• Following  the project progress 

 

Assigning tasks: Organising involves management: dealing with people. The project manager 

discusses with their teammates and define their responsibilities and their duties. This stage is 

essential to the success of the project. 

 

Following the project progress: The project manager has to plan regular meetings following 

each stage of the project.  Monitoring is extremely important in fulfilling any project. They 

make sure they regularly communicate with their teammates. 

 

Getting Things Done by David Allen - Animated Book Summary And Review 

 

 

Task Two: Think about a project you would like to plan. It could be a family 
holiday, an overseas adventure, a piece of coursework, a big event, a fundraising 
activity, your career. Make a timetable, think who you need to involve and make 
sure you review it regularly until it is complete. 
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 Planning and Management: Follow-up – what is it all 
about? 

Two main skills regarding Follow-up 

• Facing the unforeseen 

• Undertaking reviews 

Facing the unforseen: Life not being a bowl of cherries, all projects will face some unforeseen 

events. Not necessarily bad.  

“Good fortune is what happens when opportunity meets with planning.”  

Thomas Edison 

Team members must keep in mind the ability to remain flexible and to adjust their schedule 

and their contribution so the project can keep on progressing. 

Undertaking reviews: Regular reviews help every teammate to be aware of the advancement 

of the project. They monitor its progress and deal with problems which can be shared and 

solved.  

At the end, the last review allows to list the good practices and skills for future projects. Often, 

the project will lead into another one, forming a cycle.  

Getting things done explained in minutes! 

 

In this short video, David Allen’s diagram is explained in a step by step way presenting the 

construction of how to get things done.   

 

Task Three: Review a project you have completed. What went well, what could 

you improve, what will you do next? 
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An example of Career Planning 

 

 

 

Task Four: 

In order to achieve your career dream, make a plan of all the things you will 

need to do to get there. Think about all of the following: 

Values: Your strengths and weaknesses, interests, personality, academic 

qualifications. 

Explore: Research everything you can about your potential career and business 

or industry. Talk to people in those careers, build a network. 

Plan: Make decisions, set goals, prioritise tasks, organise meetings and action 

plan to make your dream a reality.  

Create: Write your CV and applications, get interview practice, organise work 

experience, utilise your network. 
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Case study 1: The story of the tarte Tatin apple pie  
 

 

 

The French Tarte Tatin is a traditional apple pie with a twist: it’s cooked upside down, apples 

down below and pastry up top, and flipped onto the presentation dish while it’s still hot. This 

way the apples are slow-cooked in caramel, which makes them soft and flavoursome, while 

the pastry remains crispy. Why upside down? What a strange idea!! 

There are many different stories on the origins of this dish. It was created – inadvertently, as 

for many pastries – by two sisters by the name of Tatin who ran a famous restaurant in the 

small town of La Motte–Beuvron (110 miles South of Paris) in the early twentieth century. 

The restaurant, which actually still exists under the name “Relais Tatin”, was at that time a 

hunting lodge and was the scene for three possible scenarios. 

On the very first day of the hunting season, Stephanie Tatin apparently made a drastic error 

– according to stories she either let the preparation burn in the oven creating the caramel, or 

dropped the dish – and tried to cover her mistake by hiding the apples under the pastry. Yet 

another version is that the young cook, distracted by thoughts of her lover, added the 

ingredients in the wrong order. 

Whether it was last minute action to save a messed-up dish, or simply human error, the 

common point of these legends is the need to get a dessert ready at all costs so that the 

customers will have something to eat. This apple pie quickly became a specialty of the 

restaurant. The renowned food critic Curmonsky discovered it by chance, loved it and 

promoted it in Paris. First served at the famous Parisian restaurant Maxim’s, it instantly 

became a master piece of French cuisine. 

Error or rush-job by the Tatin sisters? Pre-existing regional dish revisited? Myth invented by 

Curmonsky to create a buzz? Doubts still linger… 
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Case Study 2: Implementation in schools 

The EEF, an educational research organisation, created this strategic plan to 
explain how schools should successfully implement new ideas. You can see that 
half of the time spent on implementation is devoted to research and preparation. 
This should ideally be at least one year in order to ensure success. This relates to 
the phrase ‘failure to prepare is preparation to fail’. 
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Potential Interview Questions linked to this competency: 

 How do you prioritize your work? 

 

 How do you map out your day? 

 

 Tell me about a time that you made a mistake. 

 

 How do you approach shifting priorities? 

 

 Tell me about something you wish you had done differently. 

 

 What reason could lead you to work all night long to finish a project? 

 

 How would you manage a healthy work/life balance? 

 

How can I prove competence in ‘Planning and 
Management’? 

 Leading people in a sports team/drama/musical/choir/orchestra  

 D of E expedition 

 NCS 

 Planning an overseas visit 

 CCF/ACF or similar organisation 

 Youth leadership/Guides/Scouts/religious organisation 

 Leading a Debating team 

 Leading a Prefect team 

 Enterprise/Business competition 

 Organising events 

 EPQ 

 Planning your future – university/apprenticeship/work placement 

 Future Learn course 
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Key Reflections on Planning and Management 

 

What goal(s) would I like to achieve? 

What is my plan for getting there? 

Who can I call on to help? 

How do I expand my network? 

What will I do if things don’t go to plan? 
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Want to find out more? 

  

Ideas for further research 

 

Books 

Lester, A. Project Management, Planning & Control : Managing Engineering (Butterworth-
Heinemann) 2017 

 
Allen, D. Getting things done (Penguin Books) 2015 

 
Genadinik, A. Event Planning: Management & marketing for successful events: become an event 
planning pro & create a successful event series (Alex Genadinik) 2015 

 

 

Online Articles 

King, W. Strategic planning for management information systems, 1978  
https://pdfs.semanticscholar.org/3e9d/c86eec51d0e3444be59f2887c384e2ff0258.pdf 
 
Barron, M&A. Overview of Project Planning,  
https://opentextbc.ca/projectmanagement/chapter/chapter-8-overview-of-project-planning-
project-management/ 

 
Richomme, F. Story of the tarte Tatin apple pie, 
https://www.myparisiankitchen.com/en/caramelized-upside-down-apple-pie-tarte-tatin/ 
 
Fournier, D. ‘The Only Way to Eat an Elephant’ (2018) 

https://www.psychologytoday.com/gb/blog/mindfully-present-fully-alive/201804/the-only-way-eat-

elephant 

 

Fallon, N. Destination Dream Job: Creating a Career Roadmap (2014) 

https://www.businessnewsdaily.com/6432-create-career-roadmap.html 

 

 

 

Video clips 

GTD explained in minutes  https://youtu.be/JhmZhTXN4as  
 

Getting Things Done (GTD) by David Allen - Animated Book Summary And Review   
https://www.youtube.com/watch?v=gCswMsONkwY 
 
Entrepreneurship is about planning and management, EU Hub Joint Research Centre 
https://www.youtube.com/watch?v=R9YJPPp4uTU 
 

https://pdfs.semanticscholar.org/3e9d/c86eec51d0e3444be59f2887c384e2ff0258.pdf
https://pdfs.semanticscholar.org/3e9d/c86eec51d0e3444be59f2887c384e2ff0258.pdf
https://opentextbc.ca/projectmanagement/chapter/chapter-8-overview-of-project-planning-project-management/
https://opentextbc.ca/projectmanagement/chapter/chapter-8-overview-of-project-planning-project-management/
https://opentextbc.ca/projectmanagement/chapter/chapter-8-overview-of-project-planning-project-management/
file:///C:/Users/lwareing/Downloads/REFORMATTED%20-%20ECC%20-%20P&M.pptx
https://www.psychologytoday.com/gb/blog/mindfully-present-fully-alive/201804/the-only-way-eat-elephant
https://www.psychologytoday.com/gb/blog/mindfully-present-fully-alive/201804/the-only-way-eat-elephant
https://www.businessnewsdaily.com/6432-create-career-roadmap.html
https://www.youtube.com/watch?v=gCswMsONkwY
https://www.youtube.com/watch?v=R9YJPPp4uTU
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Quiz 

Now do this Quiz: 

 

https://www.surveymonkey.co.uk/r/FXLCJDP 

 

 

https://www.surveymonkey.co.uk/r/FXLCJDP

